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ABSTRACT 

Thirty-seven eaployers of clerical personnel were 
surveyed to deteraine necessary skills, education, and experience for 
the positions of clerk/receptionist, clerk/stenographer, secretary, 
and adainistrative assistant. The results suggest that at least a 
high school diploaa, typing speed, and one-tvo years of experience 
are considered necessary by a high percentage of eaployers for all 
four clerical positions. The current Secretarial Careers Program 
emphasizes preparations for the certified Professional Secretary 
(CPS) exaaination. The high percentage of students obtaining 
eaployaent prior to the coapletion of the tvo-year prograa raised a 
question as to whether eaployers wanted and were willing to pay for 
office staff with the skills of a CPS. Data indicated 75 percent were 
not faailiar with the tera at all. Two recoaaendations were aade: (1| 
to begin to plan for the developaent of a shortened program, and (2) 
to make eaployers acre aware of the skills of a Certified 
Professional Secretary. Tabular data and the survey instruaent are 
appended. (Author/BJK) 
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PREFACE 

Previous research has shown that many students leavo the secretarial 
program prior to graduation, and that they are able tc find employment in 
their field of study. The purpose of this study was to determine whether there 
is a need for a shortene intense program in addition to the existing two- 
year secretarial program. 

At the request of the secretarial staff, the Office of Institutional 
Research k ' operated in conducting a survey of area companies which hire clerical 
staff t Mrs. Peggy Scheloski and Mrs. Jean Smith provided the input for the 
development of the survey instrument. The students in the Secretarial Field 
Study course taught by Mrs. Jean Smith did the interviewing. Under the direc- 
tion of the writer and Mr. Robert Watkins, the Secretarial Field Study students 
tallied the data obtained from the int:erviews. Mrs. Diana Kelley assisted with 
the preparation of this final report. 

Elaine L. Tatham 

Director of Institutional Research 
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SKILLS, EDaCATlON AND EXPERIENCE FOR CLERICAL STAFF: A 
SURVEY OF SOUTHERN METROPOLITAN KANSAS CITY EMPLOYERS 

I . INTRODUCTION 

Sfcrutaries are currently very much in demani! In the Kansas City nroa. 
The secretarial staff at JCCC felt that this high demand has had an impact on 
the number of students completing the secretarial career program. The majority 
of students do not complete the program. Yet» students who leave the program 
prior to graduation but with marketable skills are finding employment in secre-* 
tarial fields. Over eighty percent of students in the secretarial program who 
either graduate or leave with a marketable skill were employed in secretarial 
related work (Career Student Tol low-up t 1972 and 1973 Career Student Follow-up': 
Initial Placement). The current Secretarial Careers Program emphasizes prepara- 
tion for the Certified Professional Secretary (CPS) examination. The high per- 
centage of students obtaining employment prior to the cr^mpletlon of the two year 
program raised a question as to whether employers wanted and were willing to pay 
for office staff with the skills of a CPS. 

II. PURPOSE 

The purpose of this study was to obtain opinions from employers of clerical 
staff as to what skills^ education and experience were necc»ssary or desirable 
for the positions of clerk/receptionist, clerk/stenographer, secretary and admin- 
istrative assistant. In addition, employer opinions were sought concerning 
Certified Professional Secretaries. 

III. METHODOLOGY 

<^ue st ionnair e 

The questionnaire was developed by the JCCC secretarial staff in cooperation 
with the College research staff. A copy of the questionnaire Is Included in 
Appendix A. It should be noted that each of the four clerical positions was de- 
fined on the survey instrument. 
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Selected Companies 

The anpiovers were selected at random from the 1973 Contacts Influential, 
Seventy companies were selected with offices located within 34 ^Ip zones in 
southern Metropolitan Kansas City specified by the secretarial staff. The seimple 
was stratified with respect to the size of the company. Company size ranged 
from five or fewer employees to over 500 employees. The sample size of 70 was 
selected so that for reporting percentages, the obtained percentages would be 
within ten percent of the population percentages at the 0.90 It^vel of confidence. 
Procedure* 

A letter (Appendix A) was sent from President Harris to each of the 70 
employers explaining the survey and informing the employer that a student in the 
secretarial program would be contacting them. The students in the Secretarial 
Field Study class were instructed in some basic interviewing procedures by a 
member of the research staff. Each student telephoned for an appointment at tue 
employer's convenience. 
Responses 

Complete responses were obtained from 37 businesses. Partial responses were 
obta-^ned from two companies by telephone for the first two questions. The re- 
sponses were typically given by vice presidents » personnel officers and secre- 
taries* No responses were obtained from 31 companies^ partly because the companies 
concerned stated they did not have sufficient staff or time to participate in such 
an activity and partly because the student interviewers may not have tried very 
hard to secure an appointment. 

The 37 participating businesses employed clerical staff as follows: 

• Seventy-five percent employed nine or less clerical personnel. 

• Eleven percent employed 10-19 clerical personnel. 

• Three percent employed 20-29 clerical personnel. 

• Eleven percent employed 50 or more clerical personnel. 
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IV. SURVEY RESULTS: JOB ENTRY REQUIREMENTS 
Most of the companies surveyed did not employ clerical personnel in all 
four positions (clerk/rcceptionlst » clerk/stenographer, secretary and adminis- 
trative assistant). As a result^ most respondents did not answer questions per~ 
tdining to all four clerical positions. Respondents typically answered only those 
questions pertaining to positions available in their own companies* Seventy^-^eight 
percent responded to the clerk/receptionist quel iS» 68 percent responded to 
the clerk/stenographer questions » 84 percent to the secretarial questions and 
54 percent to the administrative assistant questions. Tables 12-15 in Appendix B 
use the format of the survey instrument to present the percentage of employers 
rating a specified skill, education or experience characteristic as necessary or 
desirable. 

For each of the four clerical positions. Tables 3-6 present the percentage 
of employers rating a specified skill, education or experience as necessary for 
each position. For typir^ speed, shorthand speed, accounting courses, education 
and experience, the percentage reported in Tables 3-6 is the percentage rating 
that characteristic a minimum employment prerequisite. For example, if the typing 
speeds rated necessary for a clerk/receptionist are considered, three percent rated 
30-39 words/minute as necessary, 38 percent rated 40-49 words /minute as necessary 
and 17 percent rated 50-59 words/minute as necessary. When aggregated, 55 percent 
(38% + J.7%) rated typing at least 40-49 words/minute as necessary. A further 
aggregation reveals that 58 percent (3% + 38% 4- 17%) rated typing at least 30-39 
words/minute as necessary. If percentages are not aggregated for these items in 
the rankings, the data can be misleading. This can be illustrated by comparing 
the necessary education for a clerk/receptionist (Appendix B) and an administrative 
assistant (Appendix B) - Eighty-six percent of the employers considered a high 
school diploma necessary for a clerk/receptionist. For an administrative assistant, 
65 percent considered a high school diploma necessary, 15 percent considered one 
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year of college (secretarial) necessary and 15 percent considered four years of 
college necessary. So 95 percent (65% ^ 15% + 15%) considered at least a high 
school diploma necessary. The 86% for a clerk/receptionist must be compared to 
95% (not 65%) for an administrative assistant. 

Fur each character ist ic » the percentage rating th«- ch.iracterist ic as 
nec&ssary was added to the percentage rating it as desirable. These percentage^.; 
indicate a different perspective of the characteristics that employers are 
looking for when hiring clerical staff. These characteristics ranked by the 
percentage of employers considering the skilly level of education or experience 
to be necessary ami/or desirable are presented in Tables 7-lU. 
Clerk / r ec ei> t i on i s t 

Employers rated the following as the three most necessary characteristics 
(Table 3): 

. 1 

• At least a high school diploma (86%) 

• Telephone techniques (59%) 

• Typing at least 30-39 words/minute (58%) • At least 40-49 words/minute 
was specified by 55%. 

Approximately one^-third indicated they would hire someone with no experience. 

When the percentage rating a characteristic as desirable is added to the 

percentage rating it as necessary » i^mpioyers rated the following as the five most 

necessary or desirable characteristics (Table 7): 

• High school diploma (89%) 

• Telephone techniques (8C%) 

• Capable of setting up a filing system (69%) 

• Alphabetic records management (66%) 
' One to two years experience (62%) 

Less than ten percent of the employers considered the following character*- 
istlcs as necessary or desirable: 

• Typing 70 or more words/minute 

• Shorthand at 100 or more words/minute 



• One sensestttt or more of college accounting 

• Six or more years experience 

• Four or more years of college 
Clerk/ stenog ra pher 

li^ployers rated the following as the three most necessary characteristics 
(Table A): 

• At least a high school diploma (92%) 

• Typing at ieast 30-39 words/minute (72%). At Jeast AO-49 words/minute 
was specified by 68% and at ieast 50-59 words/minute was specified 

by 56% 

• At least one or two years experience (52%) 

Approximately one-fifth of the employers iiuilcated they would hire someone with 
no experience. 

When the percentage rating a characteristic as desirable is added to the 
percentage rating it as necessary, employers rated the following as the five most 
necessary or desirable characteristics (Table 8): 

• One or two years experience (84%) 

• High school diploma (80%) 

• Capable of setting up a filing system (80%) 

• Telephone techniques (801) 

• Limited knowledge of ten-key adding machine (64%) 

Less than ten percent of the employers considered the following character- 
istics as necessary or desirable: 

• Typing 70 or more words/minute 

• Two or more semesters of college accounting 

• Six or more years experience 

• Four or more years of college 
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Se cr et ary 

Employers rated the following as the five moBt necessary characteristics 
(Table S): 

' At least a high school diploma (83%). Sixteen percent considered at 
least two years of college (secretarial) necessary. 

• At least one or two years experience (80%). Thirty-two percent con- 
sidered at ie^st three to five years experience necessary. 

• Typing at least 30-39 words/minute (80Z). Seventy-seven percent con- 
sidered at least 40-49 words/mixuite necessary while 71 percent considered 
at least 50-^59 words/rainute necessary. 

• Shorthand at least 40-59 words/minute (64%). Fifty-eight percent con- 
sidered at iease 60*79 words/minute necessaryt 39 percent considered 
at least 80-99 words/rainute necessary^ and 10 percent consHered 100 
or more words/minute necessary. 

Approximately ten percent will hire someone with ik> experience. 

Whoi the percentage rating a characteristic as desirable is added to tlie 

percentage rating it as necessary, employers rated the following as the five most 

necessary or desirable characteristics (Table 9): 

• Capable of setting up a filing systm (93%) 

• Telephone techniques (84%) 

• Alphabetic records management (78%) 

' One or two years experience (67%) 

• Numeric records manag^ent (65%) 

Less than ten percent of the employers considered the following character- 
istics as necessary or desirable: 

^ Two or more st^^esters of college accounting 

• Six yenrs of college 
Administrative Assistant 

Employers rated the fol^Qwii^ as the five most necessary characteristics 
(Table 6): 

• At least a high school diploma (95%) • Thirty percent considered at least 
one year of college (secretarial) necessary and 15 percent considered 

at least four years of college necessary. 



• At least one or two years experience (702). Forty-flvc percent con- 
sidered at Xeast three to five years experience necessary and five 
percent considered at least ten years experience necessary. 

• Capable of setting up a filing aystem <70%). 

• Typing at ieast 30-39 words/minute (55%). Fifty percent considered 
at ieast 40-49 words/minute necessary, 4S percent considered at ieast 
50***59 words/minute necessary, IS percent considered at least 60-69 
words/ninute necessary and 10 percent considered at ieast 70 words/ 
minute necessary* 

Approximately five percent will hire someone with no experience. 

When the percentage rating a characteristic as desirable is added to the 

percentage rating it as necessary, employers rated the following as the six 

most necessary or desirable characteristics (Table 10): 

• Capable of setting up a filing system (100%) 

• Telephone techniques (80%) 

• Personnel management course (75%) 

• Alphabetic records management (70%) 

• Business Law I (65%) 

• Three to five years experience (65%) 

V. COMPARISON OF RESULTS FOR CLERICAL FOSITXONS 

Education 

The ^ployers considered at ieast a high school diploma to be the most 
necessary of all the specified characteristics for all four clerical positions. 
The percentage of employers considering at least a high school diploma necessary 
for each position were: clerk/xeceptionist (86%), clerk/stenographer (92%), 
secretary (83%) and administrative assistant (95%). The employers considered 
at least one year of college secretarial training progressively ©ore necessary 
from the position of clerk/receptionist to that of administrative assistant. 
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These percentages were: clerk/receptionist (0%), clerk/stenographer (12%), 
secretary (22%) and administrative assistant (30%). There was a trend towards 
progressive emphasis on higher levels of education (2 years secretarial train- 
ing and 4 years college) from the position of clerk/receptionist through admin- 
istrative assistant. None of the employers considered six years of college 
necessary (Tables 3*6) . 
Experience 

Employers considered at least one to two years experience necessary for 
the positions of clerk/stenographer (52%) , secretary (80%) and administrative 
assistant (70%) but only 24 percent considered this level of experience neces- 
sary for a clerk/receptionist. At least three to five years experience was 
considered necessary by 32 percent of the employers for a secretary and 45 per- 
cent of the employers for an administrative assistant (Tables 3'*^6). 

Typing 

Employers considered the ability to type at least 30-39 words/minute to 
be a necessary skill for each of the clerical positions. These percentr^^es 
were: clerk/receptionist (58%), clerk/stenographer (72%), secretary (80%) and 
administrative assistant (55%). The ability to type at rates faster than 30-30 
words/minute was considered progressively more necessary for the positions of 
clerk/receptionist through secre*.ary. For example, th.j ability to type at least 
50-59 words/minute was considered! necessary by 17 percent of the employers for 
a clerk/receptionist, by 56 percent for a clerk/stenographer, and by 71 percent 
for a secretary. The ability to type at least 50-59 words/minute was considered 
to be necessary for an administrative assistant by 45 percent of the employers 
(Tables 3-6) • 
Shorthand 

The employers considered the ability to take shorthand at least 40-59 
words/minute progressively more necessary from the position of clerk/ receptionist 
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through secretary. These percentages were: clerk/receptlonlst (17%), clerk/ 
stenographer (48%) and secretary (64%). The ability to take shorthand at least 
40-59 words/minute was considered necessary by 25 percent of the employers for 
the administrative assistant. Shorthand rates faster than 40-59 words/minute 
were considered necessary by more ©aployers for the po8itln^ of secretary than 
for the other three positions (Tables 3-6). 
Filing 

The employers considered the capability of setting up a filing system as 
progressively more necessary from the position of clerk/receptionist to that of 
administrative assistant* The percentage of employers considering this skill 
necessary were: clerk/receptionist (14%) t clerk/stenographer (36%) » secretary 
(61%) and administrative assistant (70%) . 
Other Characteristics 

Telephone technique skills were considered necessary by a large percentage 
of the employers for each of the four clerical positions. These skills were 
considered most necessary for a clerk/receptlonlst. The percentages were: clerk/ 
receptionist (59%) , clerk/stenographer (40%), secretary (55%) and administrative 
assistant (45%). At least limited knowledge of the ten-key adding machine was 
considered by employers to be relatively more necessary for the positions of 
clerk/stenographer and administrative assistant (52% and 35% respectively) than 
for the positions of clerk/receptlonlst and secretary (17% and 24% respectively). 
A relatively low percentage of the employers considered courses in high school 
bookkeeping, college accounting, personnel management and Business Law I neces- 
sary. In each case, the percentage of the employers considering these courses 
necessary was highest for the administrative assistant. 



VI. OTHER SURVEY FINDINGS 

Entrx Level Salary 

Average monthly entry level salaries for the four clerical positions in 
the surveyed businesses were as follows: clerk/receptionist ($454), clerk/ 
stenographer ($465), secretary ($509) and administrative assistant ($628), 
These results are presented in Table 1 together with the low, high and median 
monthly entry level salaries for each position. 
Personality Traits 

The employers were asked to select from a list the five most Important 
qualities looked for in an applicant for a clerical job. The five personality 
traits selected most often and the percentage of the employers selecting them 
were: effective communications (78%), attitude (762), intelligence (70%), 
appearance (54%) and maturity (49%). Four personality traits not included in 
the survey list were written in by employers. These four qualities and the 
percpntage of employers suggesting them were: dependability (5%), punctuality 
(5%)f compatibility (5%) and absence record (3%). Since these traits were 
written in, the relatively low percentage of «jployers associated with them may 
not reflect the actual percentage of the employers considering these traits 
important. More complete data on this survey item are presented in Table 2. 
Certified Professional Secretaries 

Only 25 percent of the employers were familiar with the term Certified 
Professional Secretary. None of the employers responded that they currently 
employ certified professional secretaries. Nineteen percent were unsure and 
81 percent responded that they did not currently employ anyone with a CPS rank. 
Seventeen percent of the employers responded that they would prefer un applicant 
to have attained a CPS rank. Forty-two percent did not know while forty-one 
percent were sure they would not prefer an applicant with a CPS rank. Twenty-nine 
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percent of the employers responded that they would offer a CPS a higher salary 
in contrast to an applicant without a CPS rank* Twelve percent of the employers 
did not know, while 59% were sure a CPS would not be offered a higher salary 
than an applicant without a CPS rank. 

VII • SUMMARY 

Thirty-seven employers of clerical personnel were surveyed to determine 
necsssary skills, education and experience for the positions of clerk/receptionist, 
clerk/stenographer, secretary and administrative assistant* Students in the 
spring 1974 JCCC Secretarial Field Study course conducted the interviews* The 
results suggest that at le&st a high school diploma, typing speed and one to two 
years of experience are considered necessary by a high percentage of the employers 
for all four clerical positions* Other characteristics such as capability of set- 
ting up a filing system, telephone technique, courses in bookkeeping. Business Law I 
and personnel management were considered more necessary for some positions than 
others. 

Only a small percentage of the employers are familiar with the rank of 
Ceri:ified Professional Secretary* The data obtained in the survey indicated 
tha: 75 percent were not familiar with the term. Employers need to be made 
mor<i aware of the rank and the skills possessed by a Certified Professional 
Secretary. Altl»ugh 59% responded that they would not offer a higher salary 
to an individual with a CPS rank, 29% would pay more and 12% did not know. It 
may be concluded that some employers are interested in hiring Certified Profes- 
sional Secretaries. The data in this study also ixKiicate that many employers 
put more emphasis on experience than on education beyond one year of college 
(secretarial). Some positions require two or more years of college but they 
seem to be in the minority. 
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VIII • R£CC»1MENDATI0NS 
Based on this study and earlier research, the following two recomsienda-^ 
tions are made: 

• After determining the feasibility of augmenting the current two-year 
program, the secretarial staff should begin planning for the develop- 
ment of a shortened program. 

• If the secretarial staff feel that the rank of Certified Professional 
Secretary (CPS) is worthwhile, employers in the southern metropolitan 
Kansas City area need to be m&de aware of the skills possessed by a 
secretary with the rank of a CPS. 

Students conducting interviews in future surveys should be referred to as 

"representatives of the college'' rather than students. Employers may be more 

responsive and willing to be of assistance. Secondly, the interviewer should 

make the initial contact in person, not by telephone* It Is easier to refuse 

an interview over the telephone than in person. 
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TABLE 1 



ENTRY LEVEL 


MONTHLY 


SALARY DATA 


FOR FOUR OFFICE 


JOBS 


Job 


Low 


High 


Average 


111 my ii».'jmM,a.B 

Median 


Clerk/ Recep- 
tionist 


$305 


$675 


$454 


$405 


Clerk/Stem)g- 
rap her 


325 


740 


465 


450 


Secretary 


325 


750 


509 


500 


Administrative 
Assistant 


350 


1000 


628 


600 
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TABLE 2 



PERSONALITY TRAITS MOST 
VALUED BY EMPLOYERS 



Percentage of 

Pffrsaoa^itY Irgita Employers Responding 

Effective Communications 78% 

Attitude 76% 

Intelligence 70% 

Appearance 34% 

Maturity A9% 

Tact fulness 38% 

Grooming 32% 

Loyalty 24% 

Sense of Humor 16% 

Voice Quality 

Earnestness 

Others: (suggested by 
the surveyed employers)* 

Dependability 5% 

Punctuality 5% 

Compat ab i 1 i ty 3% f 

Absence Record 3% 



Since these traits were written in, the relatively 
low percentage of ^ployers associated with them 
may not reflect the actual percentage of the em- 
ployers considering these traits important. 

Note» — Employers were requested to select the five 
most important personality traits looked for 
during the first interview. 
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BEST COPY r.v:.i-^" 



SKILLS, LEVELS OF SDUCAII(»1 AND EXPERIENCE 
RANKED BY PERCENTAGE OF ©!PLOYERS 
WHO C(»iSlDERED THEM NECESSARY 
FOR A CLERK/RECEPTXOMIST 



Percentage of Employers 

Characteristic s _^ Conslderlpg Hecessary 

At least a high school diploma 86Z 

Telephone technique 39% 

Typing at least 30-39 words/min. 58% 

Typing at least 40-49 words/min. 55% 

Records '^nagement alphabetic 38% 



0 years experience 34% 

Switchboard 31% 

At least 1-2 years experience 24% 

Recoids management - numeric 21% 

Typing at least 50-59 words/oin. 17% 

Ten-key - at least limited knowledge 17% 

Shorthand - at least 40-49 words/min. 17% 

Records management subject 17% 

Capable of setting up filing system 14% 

At least high school bookkeeping 13% 

Shorthand - at least 60-79 words/min. 10% 

Ten-key proficiency 10% 

Transcribing machine training 10% 

Shorthand - at least 80-89 words/min. 10% 

Records management - geographic 7% 

At least 1 semester college accounting 6i 
MTST training 

Data base filing 3% 

At least 2 semesters college accounting 3% 

Duplicating machine training 1% 

More than 2 sea^sters college accounting 0% 

At least 3-S years experience 0% 

Personnel management course 0% 

Business Law I 0% 

Typing at least 60-69 words/min. 0% 

Mag card training 0% 

At least 1 year college (secretarial) 0% 

At least two years college (secretarial) 0% 

Shorthand lOOf words/min. 0% 

Typing 70^- words/min. 0% 



At least 6-9 years experience 0% 

10 years experience 0% 

At least 4 years college 0% 

6 years college 0% 



Note. — For typing speedy shorthand speed, ten-key skills, accounting courses, 
education and experience the percentage reported is the percentage requirlx^ 
that characteristic as 'minimal. For example, consider the typing speeds rated 
necessary for a clerk/receptionist (Appendix B). Three percent rated 30-39 
words/fflinute as necessary, 38 percent rated 40'-49 words/minute as necesf^ary 
aiui 17 percent rated 50-59 words/minute aa necessary. Hl^n aggregated, 55 
percent (38% -f 17%) rated typing at lea^t 40-49 words/mlmite as necessary. 
A further aggregation reveals that 58 percent (3% 38% + 17%) rated typing 
S^L l^ . a , ^ 30-39 words/minute as necessary* 



TABLE 4 

SKILLS. LEVELS OF EDUCATION AND EXPERIENCE 
RANKED BY PERCENTAGE OF EMPLOYERS 
WHO CONSIDERED THEM NECESSARY 
FOR A CLERK/STENOGRAPHER 



Percencage of Employers 



Characteristics 


Considering 


At least a high school diploma 


92Z 


Typing at least 30-39 words/min. 


72% 


Typing at least 40-49 words/min. 


68% 


Typing at least S0^S9 words/niin. 


562 


At least l*-2 years experience 




^nortnand - at least 4u-5> words/min* 


t_ AM 

48* 


Records management - alphabetic 


44% 


Telephone techniques 


40X 


Capable of setting up filing system 


36Z 


Transcribing 


36Z 


Shortnana at least dO-77 words/min. 




Records management - numeric 


32Z 


Ten<*key at least limited knowledge 


24Z 


Duplicating machine training 


24% 


0 years experience 


20% 


Records management subject 


16% 


Typing at least 60-69 words/min* 


16% 


Shorthand - at least 80-89 words/min. 


16% 


High school bookkeeping 


16% 


At least 1 year college (secretarial) 


12% 


Switchboard 


8% 


At least S'-S years experience 


8% 


Records management * geographic 


8% 


^f^ST training 


8% 


At least 1 semester college accounting 


4% 


At least 2 years college (secretarial) 


42 


Mag card training 


4% 


Records management - data base filing 


4% 


Shorthand IOOh words/min. 


4% 


Personnel management course 


0% 


Ten-key proficiency 


0% 


Business Law I 


0% 


Typing - 70f words/min. 


02 


At least 2 semesters college accounting 


0% 


At least 6-9 years experience 


02 


10^ years experience 


02 


More than 2 semesters college accounting 


02 


At least 4 years of college 


02 


6 years of college 


0% 



ERIC 



Note. --For typing speed, shorthand speed, ten-key skills, accounting courses, 
education and experience the percentage reported is the percentage considering 
that characteristic a prerequisite. For example, consider the levels of edu- 
cation rated necessary for a clerk/ste^grapher (Appendix B). Eighty percent 
rated a high school diploma as necessary, 8 percent rated 1 year of college 
(secretarial) as necessary, and 4 percent rated 2 years of college (secre- 
tarial) as necessary- When aggregated, 12 percent (8% + 4X) rated at least 
1 year of college (secretarial) as necessary. A further aggregation reveals 
that 92 percent ^802 -f 8% -f 4%) consider a£ least a high school diploma as 
necesiiary . 
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TABLE 5 

SKil.LS, LEVFLS OF EDUCATK^ AND EXPERIENCE 
RANKED BY PERCENTAGE OF EMPLOYERS 
WHO CcmSIDEKED THEM NECESSARY 
FOR A SECRETARY 



Characteristics 



Percentage of Employers 
CcQSiderlng Necessary 



At le^st a high school diploma 
At least 1-2 years experience 
Typing at least 30-39 vords/mln. 
Typing at least 40-49 words/min* 

Typing at least 50-59 words/min. 
Shorthand - at least 40-39 words/min* 
Capable of setting up filing system 
Shorthand - at least 60-79 words/mln. 
Telephone technique 

Records manageoent - alphabetic 
Ten-key - at least limited knowledge 
Records managen^nt - nmi^rlc 
Typing at least 60-69 words/mln. 
Shorthand - at least 80-99 wrds/mln. 

At least high school bookkeeping 
At least 3-5 years experience 
Transcribing machine trainging 
Duplicating machine training 
Ten-key proficiency 

Records management subject 

At least 1 year college (secretarial) 

Switchboard 

Records management - geographic 

At least 2 years college (secretarial) 

Typing 70+ words/min. 
At least 6-9 years experience 
0 years experience 
Shorthand - lOOf words/min. 
Mag card training 

Business Law I 

At least 1 seo^ster college accounting 
At least 2 see^sters college accounting 
More than 7 semesters college accounting 
At least 4 years of college 

MTST training 

Personnel management course 

Records management - data base filing 

6 years college 

lOf years experience 



83% 
80% 
80% 
77% 

71% 
64% 
61% 
58'^ 
55% 

55% 
52% 
42% 
42% 
39% 

32% 
32% 
29% 
29% 
23% 

23% 
22% 
20% 
19% 
16% 

13% 
13% 
10% 
10% 
6% 

6% 
6% 
6% 
3% 
3% 

3% 
3% 
3% 
0% 
0% 



Note. --For typinjs bpeed» shorthand speed, ten-key skills, accounting courses, 
education and experience the percentage report^ la the percentage considering 
that characteristic a prerequisite. For example, consider the level of ten- 
key skill rated necessary for a secretary (Appendix B)» Twenty-nine percent 
rated limited knowledge of ten-key as necessary and 23 percent rated pro- 
ficiency of ten-key as necessary. When aggregated 52 percent (29% + 23%) 
rated at 1 aas t limited knowledge of ten^key as necessary. 
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TABLE 6 

SKILLS. LEVELS OF EDUCATICW AND EXPERISSCE 
RANKED BY PERCENTAGE OF EMPLOYERS WHO 
CX»iSXDER£D THEM NECESSARY FOR 
AN ADMXSISTRATIVE ASSISTANT 



Characteristics 



Percentage of Employers 
Constdertng Necessary 



At least a high school diplooa 
At least 1~2 years experience 
Capable of setting up a file systen 
Typing at least 30-39 words/min. 

At least high school bookkeeping 
Typing at least 40-49 words/min. 
At least 3-5 years experience 
Typing at least bO»d^ words/oiu. 
Telephone technique 

Ter.-key ~ at least limited knowledge 

Personnel managen^nt course 

Records aanagenent - alphabetic 

Records aanagement - numeric 

At least 1 semester college accounting 

At least 1 year college (secretarial) 

Shorthand - at l*iasc. 40-29 wutUs/miu. 

Ten-key proficiency 

Records management - subject 

At least 2 semesters college accounting 

Shorthand - at least 60-79 words/min. 
Duplicating machine training 
Typing at least 60-69 words/min. 
Transcribing training 
Business Law I 

Records nanagenent - geographic 
More than 2 semesters college accounting 
At least 2 years of college (secretarial) 
At least 4 years college (secretarial) 
Typing 70f words/min. 

^fag card training 

Records management - data base filing 
At least 6-9 years experience 
Shorthand - at least 80-99 words/min. 
10+ years experience 

0 years experience 
Shorthand 100+ words/min. 
Switchboard 

^r^sT 

6 years college 



95Z 
70X 
70% 
55X 

5SZ 
50Z 
4SZ 
4SZ 
40Z 

3SX 
3SZ 
35Z 
30Z 
30Z 

30% 
2S% 
2S% 
25% 
25% 

20% 
20% 
15% 
15% 
15% 

15% 
15% 
15% 
15% 
10% 

10% 
10% 
10% 
5% 
5% 

5% 
0% 
0% 
0% 
0% 
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rtote. — For typing speed » ahorthazKi speed, ten-key skills, accounting courses, 
education and experience the percentage reported is the percentage considering 
Chat characteristic a prerequisite. For example, consider the levels of 
shorthand speed rated necessary for an administrative assistant (Appendix B)* 
Five percent rated 40-39 words/minute as necessary, 15 percent rated 60-79 
words/minute as necessary and 5 percent rated 80-99 words/minute as necessary. 
When aggreg3ted, 20 percent (51 15%) rated shorthand at least 60-79 %*ords/ 
minute as necessary, A further aggregation reveals that 25 percent (5Z ^ 152 -f 
5Z) rated storthand at least 40-59 vords/fsimste as necessary* 
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TABLE 7 

SKIUS, LEVELS OF EDUCATION AND EXPERia«:E RANKED BY 
PERCENTAGE OF SIPLOYERS WHO CONSIDERED THB1 
NECESSARY OR DESIRABLE FOR 
A CLERK/ RECEPTIONIST 



Characteristics 


Percen^A.0^ of Pmr%1 A^ora 






Mia>r' ^(sa iiT*v 


High school diploma 


89% 


86% 


Telephone techniques 


80% 


59% 


Capable of setting up filing system 


69% 


14% 


Records management alphabetic 


66% 


382 


l*-2 years experience 


62% 


24% 


Records management -* numeric 


55% 


21% 


Switchboard 


52% 


31% 


Typing 40-49 words/min* 


52% 




Ten-kev limited knnurlpHa^ 


522 




Typing 50-59 words/min» 


51% 


172 


High school bookkeeping 


48% 


7% 


Records management subject 


41% 


17% 


0 vears exoerience 


412 

*t J> A) 


J** fit 


1 vear coll^fie ^secrdt Arid!) 




02 


DuDllcatinc mAchin^ training 


322 


12 


Transcribing machine training 


31% 


10% 


Shorthand 40-59 words/min. 


31% 


7% 


3**5 /ears exnerience 


31% 


0% 


Records management — ceocranhic 


28% 


72 


MTST training 


17% 


3% 


Personnel management course 


17% 


0% 


Ten-key proficiency 


17% 


10% 


Business Law 1 


14% 


0% 


Data bdse flllno 


13% 


32 


Typing 30-39 words/min • 


10% 


3% 


Tvoinff 60—69 word^/nsin. 


10% 


0% 


Shorthand 80-99 words/min. 


10% 


10% 


Mag card training 


10% 


0% 


2 years college (secretarial) 


10% 


0% 


Shorthand 1004* words/min. 


7% 


0% 


Shorthand 60-79 words/min • 


7% 


0% 


Accounting (college - 1 semester) 


6% 


3% 


Typing 70+ words/min. 


3% 


0% 


Accounting (college - 2 semesters) 


3% 


3% 


Accounting (college - more than 2 






semesters) 


3% 


3% 


6-9 years experience 


3% 


0% 


10+ years experience 


3% 


0% 


4 years of college 


0% 


0% 


6 years of college 


0% 


0% 



o — . — 

ERIC 



TABLE 8 



SKILLS, LEVELS OF FJDUCATION AND EXPERIENCE RANKED BY 
PERCENTAGE OF EMPLOYERS mO a>NSIDERED THEM 
NECESSARY OR DESIRABLE FOR 

A CLERK/STENOGRAPHER 



CharacCerlscics 


Percentage of Employers Respondlne 
Necessary olus Desirable Necessary 


X**4fr jrCcSK^O A^CUCtS 








802 


802 


uapaDie or secting up riling system 


802 


362 




80% 


40% 


Ten- key ^ limited knowledge 








602 






S62 






56% 


36% 


tvecoros manegemenc *^ nuxneric 


522 


32% 


Shorthand 60-79 vords/mln. 






uupxxcabxng macnme training 






1 year college (secretarial) 




A2 


dwxccnDoara 


40% 


8% 


nxgn 9cn(/ox Dooiciveepxng 


40% 


12% 


3-5 years experience 




o^ 


Kecoros managetQent suoject 




lO/b 


lyping pU^o!^ words /mln* 






Records management geographic 


32% 


8% 


mST training 


28% 


8% 


Shorthand 80-99 words/min. 




1 

1Z>& 


Personnel i&anagement course 


242 


02 


Accounuxng vcoxiege i seniester^ 


242 






24% 


4% 


u years experxence 


24% 


20% 


Ten-key proficiency 


20% 


0% 


nag caru w rdi.il xng 


20% 




ousxness Law x 


20% 


0% 


A ^A Y^A£9A 

i^a^a Dase rxxxng 


20% 


4% 




1S% 


12% 




12% 


12% 


Shorthand 100+ words/mln. 


12% 


4% 


Typing 30-39 words/mln • 


8% 


4% 


Typing 70f words/min. 


8% 


0% 


Accounting (college - 2 semesters) 


4% 


0% 


6-9 years experience 


4Z 


0% 


104* years experience 


4% 


0% 


Accounting (college - more than 2 






semej3ters) 


0% 


0% 


4 years of college 


0% 


0% 


6 years of college 


0% 


0% 
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TABLE 9 



SKILLS, LEVELS OF EDUCATKMl AND EXPERIENCE RANKED BY 
PERCENTAGE OF EMPLOYERS WHO CONSIMSRED THEM 
NECESSARY OR DESIRABLE 
FOR A SECRETARY 



Characteristics 



Capable of setting up filing system 

Telphone techniques 

Records management - alphabetic 

1-2 years experience 

Records management - numeric 

High school diploma 
Duplicating machine training 
High school bookkeeping 
Switchboard 

Typing €0-69 words/min» 

Ten-key limited knowledge 
Transcribing training 
3--5 years experience 
Shorthand 80-99 words /min. 
Records management geographic 

Records management - subject 

1 year college (secretarial) 
Shorthand lOOf words /min. 
Ten-key proficiency 
Typing 50-59 words/min. 

Business Law I 
Typing 70+ words/min. 
Personnel management course 
Accounting (college - 1 semester) 

2 years of college (secretarial) 

MTST training 
6-9 years experience 
Shorthand 60-79 words/min. 
Data base filing 
Shorthand 40-59 words/min. 

4 years of college 
C years experience 
10+ years experience 
Mag card training 
Typing 40-49 words/min. 

Accounting (college - more than 2 

semesters) 
Accounting (college - 2 semesters) 
6 years of college 
Typing 30-39 words/min. 



Percentage of Employers Responding 
NprAi^Q^i^ n^fl-frahip Necessarv 



93% 


6i% 


84% 


55% 


78% 


55% 


67% 


48% 


65% 


42% 


64% 


61% 


58% 


29% 


58% 


26% 


55% 


20% 


52% 


29% 


52% 


29% 


52% 


29% 


51% 


1^% 


42% 


:9% 


42% 


19% 


42% 


23% 


41% 


6% 


39% 


10% 


36% 


23% 


35% 


29% 


32% 


6% 


32% 


13% 


32% 


3% 


29% 


0% 


29% 


13% 


26% 


3% 


23% 


13% 


22% 


19% 


22% 


3% 


16% 


t% 


13% 


3% 


13% 


10% 


13% 


0% 


12% 


6% 


6% 


6% 


6% 


3% 


3% 


3% 


3% 


0% 


3% 


3% 
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XABLF. 10 



SKILLS. LEVELS OF EDUCATION AND EXPERIENCE RANKED BY 
PERCENTAHE OP ©fPLOYERS WHO OKJSIDERED THEM 
NECESSARY OR DESIRABLE FOR AN 
ADMINISTRATIVE ASSISTANT 

^ 



Characteristics 


Percentage of Emnlovers 
Necessary piua Desirable 


Necessary 


Capable of setting up filing system 


100% 


/u^ 


Telepl^.me techniques 


80Z 




Personnel management course 


75% 




Records management - alphabetic 


70% 


352 


Business Law X 


65% 


15% 


High school diploma 


65% 




3-5 years experience 


652 




Records management - numeric 


602 




Duplicating machine training 


55% 


202 


Transcribing machine training 


50% 


15% 


Ten«-key - limited knowledge 


45% 




Switchboard 


45% 




Records management geugraphlc 


452 




Records management subject 


452 




1-2 years experience 


45% 


25% 


Typing 50-^59 words /min. 


40% 


30% 


Typing 60-69 words/min. 


35% 


5% 


Ten-key proficiency 


35% 


25% 


Data base filing 


35% 


10% 


High school bookkeeping 


35% 


25% 


4 years of college 


35% 


15% 


1 y^ar of college (secretarial) 


30% 


15% 


Typing 70f words/min. 


25% 


10% 


Shorthand 60-79 words/min. 


25% 


15% 


Accounting (college - 2 semesters) 


25% 


10% 


Shorthand 100+ words/min. 


25% 


0% 


MTST trainii^^g 


25% 


0% 


Accounting (college - more than 2 






semesters) 


25% 


15% 


2 years of college (secretarial) 


25% 


0% 


10+ years experience 


25% 


5% 


Mag card training 


20% 


10% 


Accounting (college - 1 semester) 


20% 


5% 


Shorthand 40-59 words/min. 


15% 


5% 


Shorthand 80-89 words/min. 


10% 


5% 


0 years experience 


10% 


5% 


6-9 years experience 


10% 


5% 


Typing 30-39 words/min. 


5% 


5% 


Typing 40-49 words/min. 


5% 


5% 


6 years of college 


0% 


0% 



TABLE 11 



EMPLOYER OPINIONS CONCERNING CERTIFIED 
PROFESSIONAL SECRETARIES 



llSS Percentage 

Familiar with term Certified Professional Secretary (CPS) : 

Yes 25% 
No 



Have Certified Professional Secretaries in organisation: 
Yes 
No 



75% 



0% 
81% 



Don't know 



Would prefer applicant to have attained rank of CPS: 
Yes 
No 



17% 
Al% 



Don't know 42% 

If applicant with a CPS were available, would offer such 
an individual a higher salary in contrast to an applicant 
without a CPS rank: 

Yes 

No 



29% 
59% 



Don't know j^2% 
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APPEKDIX A 

1. Letcer to Employers 

2. Survey Instrumtat 
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We are in the process of evaluating the secretarial 
curriculum at Johnson County Cononunlty College and would 
appreciate your advising us of the current job requirements 
for your office personnel. 

Within the next two weeks, a student in our secretarial 
program will be contacting you. The student will set up an 
appointment at your convenience. She will ask you to 
complete a survey form regarding job requirements for 
office personnel. This will take approximately 20 minutes 
of your time. 

If there is another liKilvidual who is in charge of hiring 
office personnel, we would appreciate your directing the 
student to the individual who has that responsibility. 

We sincerely appreciate your cooperation in helping to 
complete this survey. Thank you. 

Sincerely yours. 



Dr. Robert G. Harris 
PresidcfHt 
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SECRETARIAL CAREERS SURVEY 
JOHNSON COUNTY COMMTJNITY COLLEGE 

Please answer the following questions. 

1. Nusd>er of clerical/office personnel In your organisation 
^0-9 1 0-19 ^20--29 30-39 40-49 50¥ 

2. Please Indicate the monthly entry level salary for the following jobs. 
Clerk/ receptionist $ 

Clerk/stenograpl«r $ 

Secretary $ 

Administrative Assistant $ 

3. Personality Traits 

Please check the five most important personality traits you look for during the 
first interview. 

Grooming 

Tactfulness 

Appearance ^ 

Effective Communications 

Self Confidence 

Attitude 

Maturity 

Voice Quality 

Earnestness , 

Sense of Humor 

Loyality , 

Intelligent 

Others 
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a, 
b. 
c. 
d. 
e. 
f. 

g* 
h. 

i. 
i. 
k. 
1- 
m. 

o 
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Survey ^^^\ ^y, , i • 



Check the appropriate square Clerk Clerk Administrative 

Recep. Steno Secretary Assistant 



Typing 

30-39 net works a minute 


Necessary 


Desirable 


Necessary 


Desirable 


Necessary 


Desirable 


Necessary 


Desirable 


40-^9 net words a minute 


















50-59 net words a minute 


















60^69 iiec words a ninute 


















70^ net words a minute 


















Shorthand 

40-59 words a minute 


















60-79 words a minute 


















80-99 words a minute 


















Iu04» words a minute 


















Ten- Key 

Limited Knowledge 


















Proficiency 


















Switchboard 


















Telephone Techniques 


















MTST Training 


















Mag Card Training 


















Transcribing Machine Training 


















Duplicating Machine Training 


















Personnel Management Course 


















Business Law I (contracts, 
agenciesi^ and bailment 


















Records Management 
Alphabetir: 


















Numeric 


















Geographic 


















Subject 


















Data Base Filing 


















Capable of setting up 
filing system 




- 
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Page 3 
Survey 



Clerk 
Recep . 



Clerk 
Steao 



Administrative 
Secretary Assistant 



Accountiag 

High School Bookkeeping 



CO 



01 

u 

09 
0) 



C9 
CO 

U 
2S 



0) 



CO 
CO 
10 
Ci 

u 



CD 



(9 

0) 
€0 

U 



Q) 
r-l 

Q 



Accounting (college) 1 sem> 



Accounting (college) 2 sem> 



Accounting (trore than 2^ se m.) 



Education 



Hiph School Diploma 

1 year college (secretarial) 

2 year college (secretarial) 



4 year colleg e 



6 year college 



Years Experience 



0 years 

T-2 years 
3-5 years 
6-9 years 
10+ years 



Certified Professional Secretary 

Are you familiar td.th the term of Certified Professional Secretary? 
Yes No 



Do you have any Certified Professional Secretaries currently in your organisation? 
Ye s N o Unknown 

Would you prefer an applicant to have attained the rank of Certified Professional 
Secretary: 

Yes No Unknow n 

If an applicant with a CPS were available, would you offer such an individual a higher 
saiiry in contrast to an applicant without a CPS rank? 
Yes No 

Additional Consnents: 



Other desired courses you feel an applicant should have: 



Thank you for your time and effort. 



DESCRIPTIONS OF OCCUPATIONS 



Clerk/recepcionist — Receives clients or customers coming into establishment, 
ascertains their wants» and directs them accordingly. May perform 
variety of clerical duties* May collect and distribute mail and 
messages. 



Clerk/stenographer — Takes dictation in shorthand of correspondence » reports, 
and other matter, and transcribes dictated material, using typewriter. 
Performs variety of clerical duties. May transcribe material from 
sound recordings « 



Secretary's-Schedules appointments, gives information to callers, take? 
dictation. Reads and routes incoming mall. Locates and attaches 
appropriate file tc correspondence to be answered by employer* Takes 
dictation in shorthand, transcribes. Computfe» mid types routine 
correspondence* Files. Answers telephone and gives information to 
callers or routes call to appropriate official and places calls. 
Schedules appointments, greets visitors, and conducts visitors to 
employer. May arrange travel, compile and type statistical reports, 
supervise clerical workers, may keep personnel records, and record 
minutes of staff meetings. 



Administrative Assistant — Aids executive by coordinating office services, 

such as personnel, budget preparation and control, housekeeping, records 
control, and special management studies. Studies management methods 
in order to improve workflow, simplify reporting procedures, or 
implement cost reductions. Analyzes operating practices, such as 
recordkeeping systems, forms control, office layout, suggestion 
systems, personnel requir^ents, and perform^ce standards, to create 
new systems or revise established procedures. May assist in pre- 
paration of budget needs and annual reports of organization. 



Note — These definitions of the four clerical positions accompanied the 
survey instrument. 
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APPENDIX B 



Employer Preferences for Skills p Education and 
Experience for Clerical Staff Presented 
in Format of Survey Instnment 



TABLE 12 



SKILLS, EDUCATION AND EXPERIENCE PREFERENCES BY 
EMPLOYERS FOR A CLERK/RECEPTIONIST 



(■h irj. t t ri St i< s 



Percentage of Rmployera Respondlnf^ 
Nece ssary Desirable 



TyplnK (words /mi n . > 
iO- 39 

50-39 
60-6^ 
7CH 

Shorthand (words/mln, ) 
40-59 
60-79 
80-99 

lout- 

fen-Key 

Limited Knowledge 
Prof iciency 

Swi tchboard 

Telephone Techniques 

MTST Training 

Mag CarJ Training 

Transcribing Machine Training 

Duplicating Machine Training 

Personnel Managenent Course 

Business Law I (contracts, agencies, 
and bai Intent) 

Recorc ; ManagKtnent 
Alphabetic 
Numeric 
Geographic 
Subject 

Data Base Filing 

Capable of setting up filing systos 

Account ing 

High School Bookkeeping 
Accounting (college) 1 semester 
Amounting (college) 2 semesters 
Arrounting (oore than 2 semesters) 

fciiucation 

High School Diploma 

1 ytar college (secretarial) 

2 year college (secretarial) 
A year college 

6 year college 

Years Experience 
0 years 
1-2 years 
3-5 years 
6-9 years 
i(H years 



32 
38 
17 

0 

0 



7 
0 
10 
0 



7 
10 

31 

59 

3 

0 

10 

1 

0 



38 
21 

7 
17 

3 

14 



7 
3 
3 
0 



86 
0 
0 
0 
0 



34 
24 
0 
0 
0 



7X 
14 
34 
10 

3 



24 

7 
0 
7 



45 
7 

21 

21 
14 
10 
21 
31 
17 

14 



28 
34 
21 
24 
10 

55 



41 
3 
0 
3 



3 

38 
10 
0 
0 



7 
38 
31 
3 
3 
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TABLE 13 



SKILLS, EDUCATION AND EXPERIENCE PREFERENCES B. 
EMPLOYERS FOR A CLERK /STENOCRAPKER 



v^narac ceris c_ic3 


PAr?,^Rtaji^. of 




N^cess^ry 


Desi;:able 




A* 
HA 


4% 




1 1 


0 


40-49 


40 


20 


50-59 


16 


20 




A 

u 


8 


704- 






Shorthand (words /mln * } 






40-59 


12 


4 


60-79 


20 


28 


80-99 


12 


12 


1004- 


4 


8 


Ten-Key 






Limited Knowledge 


24 


40 


Proficiency 


0 


20 


Switchboard 


8 


32 


Telephone Techniques 


40 


40 


MTST Training 


8 


20 


Mag Card Training 


4 


16 


iraziscriDxng nacnine irainxug 




20 


i/upiicaking riacnxne iraming 




24 


rcrsonDci nanag^sienc wwurBc 


r\ 
U 


24 


Business Law I (contracts » agencies , 






and bailment) 


0 


20 












12 






20 


ueogr apni v 


a 
0 


24 


Subject 


16 


20 


Data Base Filing 


4 


16 


wapaDie or setting up iixing sysceiQ 


JO 


44 


Accounting 






iiAgn dcnooi. DOONKeepxn^ 


XL 


28 


Accounting (college) 1 sessester 


4 


20 


Accounting (college) 2 semesters 


0 


4 


Accounting vwore cnan £ seuiesberB/ 


A 

V 


0 








flvj^n «>CIlWOA w*pAuM>.1 


fin 

Ov 


0 




o 




2 year college (secretarial) 


4 


20 


J CO* WWAA1»{^V 


0 


U 


6 year college 


0 


0 


Years Experience 






0 years 


20 


4 


1-2 years 


44 


40 


3-5 years 


8 


28 


6-9 years 


0 


4 


10+ years 


0 


4 
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TABLE 14 

SKILLS, EDUCATION AND EXPERIENCE PREFERENCES BY 
E»ffLOYERS FOR A SECRETARY 



Chaructcriat Ics 



Percentage of Employers j^espondlnfi 
Nec^s^^ry Das tr able _ 



Typing {wortls/min.) 
10- Jy 

50" 59 
60-69 

Shorthand (words /min , ) 
iO-59 
60-79 

lOO* 

l.imifi^ij Knowle<Jge 
i'roi if toni y 

Switchboard 

Telephone Techniques 

MTST Training 

JJag Card Trainir>t 

Transcribing Machine Training 

Duplicating Machine Training 

Personnel Management Course 

Business Law i (contracts, agencies, 
and bailment) 

Records Management 
Alphabetic 
Numeri c 
{Jf ographic 

Sub Jec t 

Data Base Filing 

Capable of setting up filing system 

Account in^ 

High School Bookkeeping 
Accounting (college) I semester 
Accounting (college) 2 semesters 
Accounting; (more than 2 semesters) 

Educat inn 

Hij^h School Diploma 

1 year college ("secretarial) 

2 yt'.jr college (secretarial) 
4 yt'.ir col lege 

6 year college 

Years Experience 
0 ye.irs 
1-2 years 
3-5 years 
6-9 vears 
10+ ytjars 



3% 
6 

29 
29 
13 



6 
19 
29 
10 



29 
23 

20 

55 

3 

6 

29 

29 

3 



55 
42 
19 
23 
3 

61 



26 
0 
3 
3 



61 
6 

13 
3 
0 



10 
48 
19 
13 
0 



0% 

0 

6 
23 
19 



10 
3 
13 
29 



23 
13 

35 

29 

23 

6 

23 

29 

29 

26 



23 
23 
23 
19 
19 

32 



32 
29 
0 
3 



3 

35 
16 

10 
3 



3 

19 
32 
10 
13 
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TABLE ;S 



SKILLS, EDUCATION AND EXPERIENCE PREFERENCES BY 
aiPLOYERS FOR AN AIMINISTRATIVE ASSISTANT 



Characteristics 



P^rcei^taAg of Employers Responding 
_ .Necessary Desirable 



Typing (words /fflln. ) 
30-39 

5U~59 
60-69 
70+ 

Shorthand <words/min. } 
40-59 
60-79 
80-99 
iOO+ 

Ten-Key 

Limitpd Knowledge 
Prof ic leni y 

Switchbuard 

Telephone Techniques 

MTST Training 

Mag Card Training 

Transcribing Machine Training 

Duplicating Machine Training 

Personnel Management Course 

Business Law I fcokitracts, agencies, 
and bailment) 

Records Management 
Alphabetic 
Numeric 
Geographic 
Subject 

Data Base Filing 

Capable of setting up filing system 

Account ing 

High School Bookkeeping 
Arcounting (college) 1 semester 
Accounting (college) 2 semesters 
Accounting (more than 2 semesters) 

Educat ion 

High School Diploma 

1 year ''.ollege (secretarial) 

2 year college (secretarial) 
4 year college 

6 year college 

Years Expei lenc e 
0 years 
1-2 Vtars 
3-5 years 
6-9 years 
10+ years 



52 

5 
30 

5 
10 



5 
15 
5 
0 



10 
25 

0 
40 

0 
10 
15 
20 
35 

15 



35 
30 
15 
25 
10 

70 



25 
5 

10 
15 



65 
15 

0 
15 

0 



5 
25 
35 
5 
5 



OX 

0 
10 
30 
15 



10 
10 
5 
25 



35 
10 

45 

40 

25 

10 

35 

35 

40 

50 



35 
30 
30 
20 
25 

30 



10 
15 
15 
10 



0 

15 
21 
20 
0 



5 
2C 
30 

5 
20 
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